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How to Join a Teams Meeting

e From Outlook Calendar or email invite, Join Microsoft Teams Meeting
Open the Meeting Event or Email -
e Click Join Microsoft Teams Meeting Learn more about Teams | Meeting options

How to End Teams Meeting

e  From Floating Toolbar
e Click Red Button to Hang Up
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O Enter full screen
Floating Toolbar

e Place your cursor on screen to see it i Keypad

[ Turn off incoming video
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Meeting Camera Mic Share More Raise Show Show Hang
Minutes On/Off On/Off Screen Actions Your Conversation Participants Up
(See above) or Chat
(see below)

Show Conversation

or Chat
e Type a message ITypea new message
e  Click Send
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Format Attach Emoji Giphy  Sticker Stream More Send
File Apps
Note:

This is a perpetual Conversation or Chat and will stay even after meeting is ended or deleted.
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